ePROCUREMENT 8.8

CLOSE A PO

Purchase orders should be closed in PeopleSoft after all goods / services on the PO have been
delivered to the Lab, received, and invoiced. Closing POs is important for removing division
liens as well as maintaining system response time. It is possible to re-open POs that are closed
in FMS 8.8.

This topic will show you how to close a PO using PO Reconciliation Workbench.

Click on eProcurement

Click Buyer Center

Click Purchase Order Processes
Click PO Reconciliation Workbench
Click the Search button.
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eProcurement 8.8
Close a PO

e Inthe "Purchase Order" and "To:" boxes, type in the PO number you want to close
e Click the Search button
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e Aline showing the PO will be displayed. Click the checkbox to the left of the PO number
e Click the Close button
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eProcurement 8.8
Close a PO

POs eligible for closing will be displayed. Click the checkbox to the left of the PO number
Click the Override icon

Click the Yes button

A screen will be displayed that says, "Continue to Close POs." Click the Yes button.
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o When the PO is closed you will see a page that shows a "PO Status" of "Compl."
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